Historic,  Archive  Document 

Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


L  i  B  R  z^  ' 

?00D  DISTRIEUTI02T  ADLIDIISTEATIOI^T  |     ■  ^  '  '944 


Wi-SHINGTOi}!,  B.-  C.  ■ 


8-  0£f^;if4eNT.nf  AGRiCULTUKE 


■    .Fe"bruary  "9,  "1943 
PERS0HH3L  DIYISI01>r  immMDlll  m,  7    ■  ■ 
"■■  Supplement  & 

To:  Branch,  and  Division  Chiefs,  and  Regional  Administrators 

From:  Frederick  G.  McHillen,  Chief,  Personnel  Division 

Su"bject;     Procediore  for  SmDlovment  ujider  Letter  of  Authorization 

There  is  transmitted  herewith  copy  of  Personnel  Circular:  l^o.  .42  . 
(Revision  II),  J:upplement  No.  4  on  the  su"b.iect  of  emplojnnent  under 
letter  of  authcrizationw     With  the  issuance  of  this  supplement,  cer- 
tain aiTiandjnents  and  changes  in  our  existing  letter  of  authorization 
procedure  are  necessary. 

Section  II-A,  lines  13  throiJ^h  15,  sho'old  "be  ajnendod  to  read  as 
folloi/s:     "However,  in  those  cases  where  cnplojTnent  is  made  in  any 
class  or  grade  of  position  in  cities  v/horo  a  Civil  Service  P.ogional 
Office  or  Branch  Regional  Office  is  located  (see  attached  list) ,  it 
will  T3e  necessary  first  to  secure  a  list  of  eligihlos  from  the  Civil 
Service  Regional  Office  or  Branch  Regional  Office  if  such  eligiolcs 
are  availa'Dlc , "    This  change  in  proced-ore  includes  all  positions 
whether  technical,  administrative,  clerical,  or  custodial,  and  is  not 
limited  to  clerical  and  custodial  positions  as  \jr:s  the  case  under  the 
aid  procedure. 

Under  the  heading  "T^.^po  A  Smplo^^ent",  page  2,  strilie  out  the  entire 
Su"b~paragraph  1,  v/hich  rca.ds  "Technical  and  ac'jiiinistrative  positions. 
(Temporary  jch  emplojnnent , ) "  ,  a,nd  cha.nge  Su"b-para,graxDh  2  headed 
"Clerica.1  and  custodial  positions.   (Temporary  .jo'D  emplo^Tient . ) "  to 
read  All  classes  of  positions.     (Temporary  .loo  eriplo^^ent) "  .  The 
present  Suo-paragraph  2  sho'old  then  oe  s-m.ended  to  rea,d  as  follows: 
"Should  it  "become  ne'cessarv  to  emolov  jm.ergcnc'^"  help  in  all  cla.sses 
a.nd  g-rades  of  positions  in  the  field  service  for  the  performance  of 
a  T3r.IP0RlRY  JOB  TEAT  WILL  HOT  LAST  LOHG-^R  TH-'^T  60  CilLEITDAR  DAYS  (2 
MOl'THS)  : 

(a)     If  the  opening  occurs  in  a  city  whore  a  Civil  Service  Regional 
Office  or  a  Br a,nch  Regional  Office  is  located,  as  covered  in  the 
attached  list,  the  Regional  Office  or  Branch  Regional  Office  of  the 
Civil  Service  ComLiission  m.ust  first  he  consulted  to  ascertain  v/hethcr 
or  not  a  list  of  local  eligibies  coti        furnished  fcrr  coneideratic^. 
If  a  list  of  eligihles  is  furnished  "by  the  Civil  Service  Regional 
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office  or  Branch  Regional  Office,  consideration  and  selection  must  iDe 
made  in  the  same  manner  as  required  for  formal  appointment.     If  local 
eligihles  are  not  availaMe  for  certification,  the  CiYil  Service 
Regional  Office  or  Branch  Regional  Office  will  grant  authority  for  the 
emplojTnent  of  any  available  qualified  local  person,  and  in  that  event 
the  employing  officer  v/ill  follow  the  general  instructions  for  the 
securing  of  eligihles  for  appointment  "by  contacting  any  local  availahle 
person  or  persons  in  accordance  with  the  procedures  estahlished  "by 
the  appropriate  Regional  Personnel  Division. 

(h)     If  the  opening  occurs  in  a  city  where  a  Civil  Service  Regional 
Office  or  a  Branch  Regional  Office  is  not  located,  it  will  not  'oo 
necessary  to  secure  a  list  of  oligihlos  or  any  other  Civil  Service 
authority  for  letter  of  authorization  employment,  hut  selection  may 
he  made  of  a  suitably  qualified  poi-son,  following  the  general  instrtic^ 
tions  that  may  "be  issued  "by  the  appropriate  Regional  Personnel  Division. 

Change  ,Suh~paragraph  3  on  page  3  to  "2.    All  classes  of  positions . 
(Pending  secretarial  action.)",  and  amend  this  Suh-paragraph  to  road 
as  f.ollov/s:     "Should  an  emergency  arise  in  -any  class  of  position  that 
necessitates  entering  a  person  on  duty  under  letter  of  authorization 
PSj^IDILig  THE  C0ImS13i-II.1A.TI0/aND  APPROVAL'  OP  A  -PORl.IAL  APPOIimaNT.  (not 
temporary  joh  omplojrmont  as  covered  in  1  ahovo),  the  general  aut h o r i t y 
for  sixty  calendar-day  employment  m.ay  he  utilized;  hut  it  will  ho 
necessary  to  secure  and  select  eligihles  in  accordance  v/ith  the 
general  instructions  issued  hy  the  appropriate  Rogiono.l  Personnel 
Division.     In  cases  of  this  kind,  all  contacts  v/ith  the  Civil  Service 
Regional  Office  or  Branch  Regional  Office  x^dll  he  made  hy  the  Regional 
Personnel  Division,    ^'hen  employment  under  letter  of  authorization 
is  used  for  the  purpose  of  entering  an  employee  on  duty  pending  the 
approval  of  a  formal  appointment,  action  must  he  taken  immediately 
to  initiate      recommendation  for  appointment  in  accordance  with  exist- 
ing instructions." 

Amend  Section  V  under  the  heading  "PJIPORTS  AND  OTHER  I^C5SSARY  POE.iS"  , 
page  8,  Suh-paragraph  A-1,  "Typo  A  SmplovTnont "  hy  striking  out  all  of 
that  Suh-paragraph  following  (a) ,  and  amending  that  part  of  the  Suh- 
paragraph  follov/ing  (h)  to  read  as  follows:     "In  cases  of  employment 
in  all  classes  and  grades  of  positions — -the  original  copj^  for  the 
appropriate  payroll  office;  the  second  copy  for  delivery  to  the  person 
employed;  the  third  copy  for  the  Civil  Service  Regional  Office  or  Br,aiich 
Regional  Office;  and  the  fourth  copy  for  the  appropri.ate  Regional 
Personnel  Division. 

(l)    When  selection  is  made  from  a  list  of  eligihles,  the  third  copy 
of  Beport  of  Employment  must  he  transmitted  to  the  Civil  Service 
Regional  Office  or  Branch  Regional  Of f ice ,  as  the  case  may  he,  with 
the  report  of  selection  indicated  on  the  appropriate  copy  of  the 
Civil  Service  list;  or — 
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(2)  When  there  are  no  eligilDles  for  certification,  and  authority  is 
given  for  employment  outside  the  register,  the  third  copy  of  Report 
of  Enplojonent  must  he  transmitted  to  the  appropriate  Civil  Ser^/ice 
Regional  Office  or  Branch  Regional  Office  as  the  c?se  may  "be  with  a 
reference  to  the  letter  authorizing  enrol o^^nnent  in  the  ahsence  of 
eligihles, 

(3)  Then  emplojTnent  is  made  in  a  city  ^^here  no  Civil  Service  Regional 
Office  or  Branch  Regional  Office  is  located,  the  third  copy  of  Report 
of  Employment  m.ust  "be  furnished  the  appropriate  Civil  Ser\'ice  Regional 
Office  or  Branch  Regional  Office  as  the  case  may  he, 

further  under  Section  V,  B-1  (a),  page  11,  delete  the  Su"b-paragraph 
numhered  (l)  and  change  Suh-paragraph  ITo.  (2)  to  (l) ,  and  amend  this 
Suh— paragrs.ph  title  from  "Clerical  or  custodial  positions"  to  read 
^^All  classes  of  positions-— to  appropriate  Civil  Service  Regional  Office 
or  Branch  Regional  Office  as  the  case  may  he," 

Further  under  Section  y-B-2,  page  12,  under  the  heading    "Standard  Porm 
47,  ''persQjine'L  Jiifidavit"  ",  delete  the  follo-^dng  from  this  Suh-paragraph: 
"(To  he  later  sent  to  the  Personnel  Division  if  employment  is  continued 
^jnder  secretarial  appointment.)" 

Section  VIII-C,  page  15,  under  the  heading  "Hours  of  Du-ty"  ,  should  he 
ajnended  'by  changing  it  to  read  ^48  hours  per  ^eek  (  8  hours  each  da^y, 
LIoncLays  through  Saturdays)." 

Section  IX,  under  the  heading  of  ^'LEAYE"  ,  attention  is  invited  to 
Personnel  division  Memorandum  No.  8,  and  supplements  thereto. 


Section  XIII,  rjider  the  heading  "SATURDAY  KALP-ECLIDAY  LA?r"  ,  this  pro- 
vision has  heen  suspended  hy  the  overtime  compensation  law  ajpproved 
Decemher  22,  1942  referred  to  in  Personnel  Circular  130  dated  January 
14,  1943. 

Personnel  Division  Memorajidum  ITo,  7,  Supplement  2,  third  pa^ragraph, 
should  he  amended  to  read  as  follows:     "It  will  he  noted  tha.t  the 
provisions  of  Paragraph  28,   Suhdi vision  IX  a.re  for  all  practical  pur- 
poses the  sajne  as  the  special  enrplo^nnent  authority  issued  to  the  Sur- 
plus Marketing  Administration,     Tfnen  persons  are  employed  in  cities 
where  a  Civil  Service  RegionaJL  Office  or  Branch  Regional  Office  is 
located,  it  will  he  necessarj''  tha.t  lists  of  eligihles  he  secured  or 
au-thoritj"  for  emplo^n^ent  in  the  ahsence  of  eligihles  hefore  such  persons 
selected  may  he  entered  on  duty  under  letter  of  authorization  employ- 
ment," 

The  foregoing  changes  should  he  indicated  in  your  copies  of  Personnel 
Division  I;emoran.dujn  Ho,  7, 

7ith  the  delegated  field  employment  authority  now  availahle,  as  little  use 
as  possihle  should  he  made  of  letter  of  authorization  emplojinent . 
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UNITED  STATES  DSPAP.TlvJEHT  OF  Aa?J CULTURE 
Office  of  Personnel 
Washington,  D.  G. 

EelDrupry  25,  1943 

Personnel  Circular  No-42  (Revision  II),   Supplement  ITo.  4 

Elv?LOyi;:SlTT  UNDER  LETTER  OP  AUTHORIZATION 
Emergency  SO-Day  Sii:plo:iinents  in  the  Pield  Service 

In  view  of  the  ainenclnent  of  paragraph  (a.)  of  Section  4  of  Ws.r  Service  Regula- 
tions V,  ly  pa.rpgraph  (A)  under  the  heading  Typical  Sxajnples,  contained  in 
Personnel  Circi^la.r  l~o.  42  (Revision  II)  ,  dated  Karch  5,  1942,  is  amended  to 
rea.d  as  follov:s: 

Typical  Exainples 

(a)     If  it  is  necessa.ry  to  employ  emergency  help  under  the  60-day  authority 
in  positions  in  any  of  the  cities  shown  in  the  a.ttachment  in  ^hicn.  Civil 
Service  Regiona.1  Offices  or  Branch  Regional  Offices  are  located,  the  Civil 
Service  Regional  Office  or  the  Erarxch  Regional  Office  concerned  must  first 
he  consulted  to  ascertain  i^rhether  oi  not  a  certificate  of  loca.l  eligioles 
can  he  furnished  for  the  position  involved.    After  a  certifica.te  is  issued 
"by  the  Civil  Service  Regional  Office  or  the  Branch  Regional  Office,  selection 
for  Letter  of  Authorization  employment  must  he  made  in  the  regular  way; 
i.e.,  eligihles  must  he  considered  in  the  same  manner  as  that  prescrioed 
for  selecting  personnel  from  a  certificate  for  Secretarial  £5)pointment. 
If  no  local  eligihles  are  availr-hle  for  certification,  the  Civil  Service 
Regional  Office  or  the  Branch  Regional  Office  i-dll  grant  authority  for  the 
employment  of  any  qualified  local  person. 

On  the  other  hand,  should  emergency  help  in  positions  he  necessary  at  ajiy 
point  in  the  field  where  a  Civil  Service  Regional  Office  or  a  Branch  Regional 
Office  is  not  located,  it  ''"^ill  not  he  necessa.ry  to  secure  certification  of 
eligihles  or  any  other  Civil  Service  authority  for  Letter  of  Authorization 
employment,  hut  selection  may  he  made  of  a  suit ah ly  qualified  local  person 
for  such  ei^loyment,  under  autiiority  of  the  Civil  Service  Commission 
letter  dated  Fehruary  2,  1942. 

In  either  of  the  ahove  cases,  after  selection  has  heen  ma.de  as  provided 
and  authority  has  heen  ohtained  within  the  administration  or  hureau  con- 
cerned to  incur  the  expense  involved,   the  person  may  he  a.ssigned  to  duty 
immediately  without  formal  appointment,  hut  the  period  of  employment  must 
he  limited  to  SO  calendar  days  (2  calendar  months),  not  60  actual  d.ejys  of 
employment.     For  instance,  a  person  heginning  such  emplo^^ent  on  March  10, 
1942,  may  he  employed  for  2  full  calenda.r  m.onths  which  would  expire  on 
May  9,  1942.     Sunoiays  and  holidays  must  hQ  counted  in/$u.ch  calendar  month 
employment. 


T.  RoyTRoid 

Attachment  Dira^or  of  Personnel 

y  See  Personnel  Circular  Ho.  120,  Supplement  ITo,  17,  dated  January  25,  1943< 
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U.  S.  CIVIL  SEHYICS  C0iv2:iSSICr 
wASHI^TGiTOlT,  D,  C. 


EEGIOUAL  05TICSS  AlTD  SHATOH  HZiOICIiAL  OmCSS 


Region  Address  of  E.egioneJ.  Territcr;.^  Served 
• ■  Office 


3r--nch  Regional  Offices 
Title  of  Officii Address 
in  Charge 


Pifst       Post  Office  ?nd 
Courthouse  Sldg. , 
Boston,  Mass, 


UeSne,  Tew  Hanip shire, 
Yermont,  Massp.chusetts , 
Rhode  Island,  and  Con- 
necticut 


iTone 


.  one 


Second      Rederal  Building, 

Christopher  Street, 
"  '  -   Sevi  Yorh, 


ITew  York  and  I'ew 
•Jersey      '  '  •. 


L^'one 


Kone 


Third       Customhouse,  2nd  and    Pennsylvania  rnd 


Fourth 


Chestnut  Streets 
Ph-i  1  ad e Ip hi s ,  Pa."' 

i~issen  B!^. dg,  , 
Winston^-c-plem,  T,  C. 


Dela"^are 


Karylpnd,  "Virginia, 
vfest  Virginia,  I'orth 
C?rolina,   and  the 
District  of  Col'Lunoia. 


Asst.  Regional  1022  Te^  Ped- 
Director  eral  Bldg. 

'•   Pittsburgh,  P 

Asso.  Regional  801  S  St.,!?",.!. 
Director  7ashington,D.C. 


Fifth'       Uew  Pos--  Office 
Atlanta,  G-eorgia 


Ig,,  South  Carolina,-  C-eorgia.,!Tone 
Ala"baina.,  Florida,  Miss- 
is s  ipp  i ,  Tenne  s  s  e  e , 
Puerto  Rice,  a.nd  Virgin 
Islands 


I^one 


Sixth       Post  Office  and 
Courthouse  Bldg. , 
C  i  nc  i  nna t  i ,  Ohi  o 


Ohio,  Indiana.,  and 
Ken.tucky 


Seventh    Few  Post  Office  Bldg. ,  ■Tisconsin,  Michigan, 
Chicago,  111.  and  Illinois 


Asso,  Regional  15CS  Union  Coifr- 
Director  nerce  Bldg,, 

ClevelaJid, 

Ohio 

Asst.  Regional  G-arfield  Bldg. 
Director  4th  C:  Jefferson 

Sts, ,  Dayton, 

Onio. 

Asst.  Regional  14th  Floor, 
Director  rational 

Ba,nlc  Bldg. , 
Detroit,  I'ich. 


(over) 
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Region      Address  of  Regional'     Territory  Served 
Office 


Bra 


Eighth     Post  Office  and 

Customhouse  Bldg, , 
St.  Paul,  Finn, 

Ninth       I'ew  Federal  Bldg., 


Minnesota,  North  Da- 
kota, South  Da^-iota, 
Nebraska,  ■  and  Iowa 

Kansa.s ,  Missou.ri , 
Oklahoma,  and 
Arkansas 


ranch  Reg^ionel  Offices 

Title  of  Official  Address 


in  Cha.r^e 


Sp  e  c  i  al  Rep  re-  1  ^50  3  Woodmen  of 
se3itative~in-  The.  '?orld  Bld§, 
Charge  .  ,  Onaha.,  Nehr, 

As  so.  Re-io>ial  300  Mutual  Bld^g 
Director  Xaiisa.s  City, 


Tenth        Customnouse  Bldg, , 
New  Orleans,  La, 


Louisiana,  and  Texas 


Asst.  Regional  Fidelity  Bldg.,. 
Director  Dalla.s,  Texas 


Eleventh  Post  Of  f ice  Bldg, ,.       Montana,  Oregon,  Idaho,  Asst.  Regional  201.  Gu-ardiaJi 


Seattle,  17a.sh. 


"Washington,  and  the 
Territory  of  Alaska 


Twelfth    Federal  Of f ice "Bldg. ,  California,  Nevada, 
San  Francisco,  Calif,  Arizona,  and  the 

territory  of  HaT^aii 


Thirteenth  New  Customhouse 
Bldg, ,  Denver 

Colorado 


Colorad.o,  New  Mexico , 
Utah,  and  Wyoming 


Director 


Bldg. Portland, 
Ore. 


Special  Repre-  50S  Post  . 
sentative-in-    Office  & 
Cha.rge  Ccu.rt'nouse 

Bldg.,  . 

Los  "A].igeles, 

Cal. 

Special  Rep re-  105  Federal 
sentative-in-    Bldg,  Salt./  ...^ 
Charge  Lake  City, 

UtaJi 
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